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ABSTRACT 

A survey of junior colleges and high schools in the 
Midwest indicates a trand toward greater usage of machine shorthand. 
Junior colleges are the strongest proponents of the touch shorthand 
system, but an increasing number of high schools are also adding 
touch shorthand to their curriculums. Junior colleges emphasize court 
reporting as well as secretarial skills as major vocational 
objectives. Most teachers affirm the effectiveness of machine 
shorthand in their overall business education programs. (Author) 
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INTRODUCTION 

interest in fnachine shorthand appears to be 9rc!\?inn. Students 
disenchanted v/itn nanual shorthand systens see TV court reporters 
effortlessly taking notes at conversational speeds and conclude that 
tht> riachine has a magic quality which makes shorthand note- taking easy, 
even at the highest speeds. Backlogs of court cases to be heard c^ll 
for more court reporters. Court reporters earn good salaries, and their 
work has an aura of olairor to it as v;ell. Periodical literature and ads 
of shorthand machine manufacturers stress touch shorthand as a secretarial 
tool also. Increased numbers of teacher education institutions are 
adding workshops and courses in methods of teaching touch shorthand* 

Eastern Illinois University is one of the teacher education 
universities which offers a graduate course in [ methods of Teaching 
Touch Shorthand. The course attracts students at both the graduate and 
the undergraduate levels. The present study sought to measure the 
"market" for teachers of touch shorthand in the geographic areas ^/here 
most of the Eastern Illinois University students seek employment; namely, 
the state of Illinois, pl^s two mt^tropclitan areas in states adjacent 
to Illinois* 

8y mailed questionnaire^ the investigator surveyed high schools 
in St. Louis County; ilarion County, Indiana (Indianapolis); Cook County 
(Chicac'-Oi the forty-six junior colleges of IVlinolSj to determine 
the extent to which machine shorthand is included in present cr planned 
curriculums. 
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Purpose of th^^ Study 

The purpose of the study was to determine what percentage of 
high schools and junicr colleges in the area surveyed are currently 
offering courses In machine shorthand or who plan to offer such courses 
in the futur:::. The study also sought information concernino the nurr^er 
and sequence of courses offered, the vocational objectives of those 
courses; the speed and accuracy required in each course; and the relative 
attraction of students to the machine courses as conipared with the manual 
shorthand courses. It also sought to compare the drop-cut rate of students 
in the two shorthand systems* 

Answers to these questions v;culd enrich the course in Methods 
of Teaching machine Shorthand by giving insights end practical information 
to i:rospoctive teachers of the machine shorthand system. 

Statement of the Problem 

This study was an attempt to measure thb extent to v/hich machine 
shorthand is being offered in the curriculum^ of high schools in Cook 
C'junty, Illinois (Chicago metropolitan area); St. Louis County, flissouri; 
and Marion County , Indiana (Indianapolis metropolitan area); and in the 
junior colleges of Illinois. The survey also sought answers to such 
questions as: reasons for or against including machine shorthand in future 
curriculums; the grade levels at which current courses are being taught; 
minimum speeds and accuracy required to pass each course in a sequence of 
courses In machine shorthand; the number of years the courses have been 
tau(;ht in each school; the vocational objectives of the courses; and a 
comparison of student drop-out rates and attraction toward machine shortharjd 



as compared with manual shorthand systems taught in the same schools. 
(See the ccmplete questionnaire in the a;penciixj 

pr^i nition of Terms 

The terms machine shorthand and touch shorthand are used inter- 
changeably in this study. Beth terms signify that system of recording 
in which the reporter by means of a keyboard touch system records printed 
notes on a paper tape. Manual shorthand is that system whereby the recorder 
uses pen or pencil to record written notes according to a given system-- 
Gregg, Pitman, or other hand-written shorthand system. 

The counties surveyed in this study~St. Louis County, Cook County, 
and flarion County, are usually referred to by the cities which make up 
the focal point of those counties— St. Louis, Chicci^io, and Indianapolis 
respectively. 

Procedures 

The purpose of this study was to gather information from the 
junior colleges of Illinois and the high schools of metropolitan Chicago, 
St. Louis, and Indianapolis concerning the extent to which touch shorthand 
is being taught, or planned, for the future, in tha curriculums cf the 
schools surveyed. The study also soucht information concerning the level 
of skill r"':;quired of students in each course of machine shorthand, the 
vocational objectives cf th:: courses as presented to the students, and the 
effectiveness or importance of touch shorthand in the total business curricu- 
lums, as perceived by the teachers or adminis^*^'^ '^s responding. 



A questionnaire was desicnec! by the investinstcr to obtain this 
information. A pilot study, with distribution of the questionnaires to 
faculty at Eastcirn Illinois University, enaLled the investinator to 
clarify certain questions and revise the questionnaire as shewn in the 
appen !ix of this study. 

The names of schools surveyed in the study were obtained from the 
following sources: State Superintendent of Public Instruction, Indianapolis, 
Indiana; the State Department of Education, Jefferson City, fiissouri; 
Superintendent of Public Instruction in the State of Illinois; and from the 
Directory of Junior Colleges in Illinois, 1972-1973. 

The questionnaire and accompany inn letter were sent to the schools 
in Illinois and Missouri on February 21, 1973, Due to delays in receiving 
the Indiana Directory of Schools, the Indianapolis schools v^/ere not con- 
tacted until f larch 30, 1973. A follcw-up letter was sent to the Illinois 
and Missouri schools on April 5, 1973. A total of 187 schools 'vere contacte 
159 [86%) responded. 



rjyiYSIS OF THE DATA 

The resjitinse the sch.els tc the railc*! questionnaire was 
Crat^fylngly hi:h, ranginc fron 61S of the Indianapolis schools to lOOX 
of the Illinois junior colleges. Th& tctal nmbar ^f narticipating 
schools was 159. (See Tabic 1). 

!\ trend toward wider adopticn cf machine shorthand into schoci 
curricula, though small at the high school level* is discernible in all 
tut the Indianapolis area. Table 2 shews that while only one hirh school 
in St. Lcuis was offering touch shorthand in 1973 (31), two more ha;! plans 
tc include such a course in the near future, makini a total cf 9% in the 
St. Louis high schools; and while Chicago hiRh schools included 7 (12X) new 
offering touch shorthand, 9 (16%) have pi ens to include courses in the future, 
raakino a total of 28% offering or planning tc offer machine shorthand 
eventually. The junior colleges, however, are the most aggressive "trail- 
blazers" in Incorpt.ratinr machine shorthand into their curricula, with a 
total of 43% new offering courses, and 20% planning to do so. 

Table 1 
QUESTIONNAIRES CO^?LETED 



ERIC 



Schools 


No. sent 


Completed and Returned 
No. Percent 


High schools: 
St. Louis County 


45 


35 


78% 


Cook County 


63 


58 


92% 


Indi anapolis 


33 


20 


61% 


Illinois Jr. Colleges 


46 


46 


IQOK 


Total 


187 


159 


86% 



TOUCH smmmt) xasmmvt vmit 
OR pimnto m mukt 



tlo>'» . Tor futuyg tr fU-nned 

St. Icuis tty (35) I (2%) 2 3 (9%) 

CuKk Ccunty ($8) 7 (121) 9 (16%) 16 {ZB%) 

lmHanfipc»Hs (20) 0 0 0 (Ct) 

nnncis Cflll. (^.6) 20 (43%) 9 (20?) 29 (63») 

Total (159) 20 (m) 20 {Mf) 48 (30*) 



The- c»vtdnc fntcrtst in the nschtne syjtcn c»f sh:rth3/»^I 1$ mzst 
readily Olscomec, hcwavcr, In the fact that -ill the tcuch shsrthsnd courses 
havif tocn so recently incorr-'CrateJ into txistint? secretarial an;3 other 
vccaticnal rJ^rams. All the rcspcnCtnt schools have tDuch shprthand 
to their prc^rams within the Ust six yuarst £6X, »dthin the last fcur 
yosrs. iVncnc the junior collcncs, thu Jircatcst percent hav*.* asldcd tcuc^ 
shcrthand to their v'rucratns within the last year. (S&c Talle 3). 

Tallc 3 

NO. OF YEARS TOUO! SHORTWATJO HAS SEEN TAUGHT 

Schools 

One Tyt? Thre^' Four Fivo Six 
St. Louis H. S. (1) 1 

Cook Cty H. S.^ (5) 2 2 1 1 

m. Jr. Coll. (20) 7 3 3 2 1 

Total (27) 7 5 6 5 2 2 
lOno school did not ros'ond. 



The survey shewed that 28 schools were now offerinn courses 
in touch shorthand; 20 schools planned tc offer it in the future. The 
investigator asked of those schools planning tc offer touch shorthand 
what prcnipt;;id them to include machine shorthand in their future plans. 
Table 4 shows that 50% of the schools responded that student re lests 
for the courses were their primary reasons for making such plans. Other 
reasons given: another area of skill was thus made avail at "le to students; 
consnunity Interest in courses; teacher requests; advancement of the depart- 
ment; investigation of the job potential in the area. Some also said that 
students might consider this shorthand over Grerig shorthand. Table C shows 
the results of tr,!;* question. 



Table 4 

REASONS TOUCH SHORTHAND IS PLANNED FOR FUTURE 







Reasons Giv&n 




Schools 


No. planning 
T.S.* Ccursfc! 


Stud^^nt requests 
for course 


0 th? r 
reasons 


St. Louis H.S. 


2 


1 


1 


Cook Cty il.S. 


8 






111. Jr. Colleges 


10 


5 


5 


Total 


20 


10 (50X) 


'lO (50%) 



Tmong those schools not plannino tc offer touch shorthand? reasons 
for the negative di^cisicns varied. Thirty-seven percent were not convinced 
of the need for machine shorthand in their curriculums; another forty-seven 
percent gave a combination c^^ such reasons as: lack of student interest (72?); 
lack of funds to purchase the machines ;lack of staff to teach the courses. 



Askcid at v/ho.t level the machine shorthand ccurses are tainn 
taught, 15% of the junior ccllenes rospon^Iod that they teach the courses 
at both the junirr collect- anc! adult education levels; 35% teach junior 
collece stu<-ents only. Hicjh schcols offer courses in cra^^es 10, 11, and 
12, plus adult education classes. 

Information on speed and accuracy standards set by the schools 
teaching the skill would ::e of value to potential shorthand instructors. 
Therefore, the investigator asked for minimum ".'ictaticn speed and accuracy 
•Percentages required to pass courses in Touch Shorthand I, Touch Shorthand II, 
Touch Shorthand III, Court Repcrtinr, and "Other." TaMes 5, 6, and 7 
show substantial variance among the schools studied. However, both hi-^h 
schools and junior colleges cluster at 60 words per minute, 95% accuracy, 
as minimum speed requirements for Touch Shorthand I and 80 words per minute, 
95^ accuracy, required for Touch Shorthand II. 

Table 5 

mniim dictation speed and accupacy required 

TOUCH SHORTHAND I 

Words per minute and percent of accuracy 
Schools* ^10 40 50 60 60 70 00 
(90%) (95%) {95%) (95%) (97%) (95%) (95%) 

Cook Cty H. S. (6) 1 4 1 

111. Or. Coll. (19)^ 1 2 1 12 1 2 

Total 13 1 IC 1 1 2 

( 4?^ ) (12^/) ( 4% ) ( 64:^ ) ( 4% ) ( 4% ) ( 8% ) 

^St. Louis H. S. and one Cook Cty. H.S. did not respon^^ to this question. 
2 

One junior cullece ind.icated that grades were based on factors other 
than speed and accuracy. Mo minimum speed/accuracy required. 



One hinh schoci Icsirn^.tc;: Touch Sh^rtlu*:nL: I <>s a ^•nc-Scmcstor 
ccursG, Touch Sh.rthan: II the Scc:.ri:.* scn^ustcr; all others ^.^csicn^'^cd 
each course as ^? cnc-yGor course. '11 juni-jr col levies uxcupt ' uc ^'osinnnt^' 
QS.ch course -^s a onQ-semoster ccurse. 

TaLlc f 

MiniKUM DICTATION SPEED AND ACCURACY REQUIRED 
TOUCH SHOP"r::,»ND II 



:Joro's per minute and pcrcGnt cf accuracy 
SchcGls CO 60 CO CO OC 90 100 
im) (95%) (90%) (95%) (97%) (957.) (0570 



Ccok Cty H. S (C) 2 2 11 

111. Crll] (17) 12 10 112 



Total 1 w 1 11 1 2 3 

(;:;) (i7;t) (r/) {^,m iw) (9%) {m) 

Hwo of th2 20 junior collocos < fferinc T.S. cffor T.S.I only; jne other 



inclicatec^ no minimum spoGci and accuracy arc require;".. 



Only one hioh schc-1 in Cck County offers T.uch Shorthand III; 
the minimum s; eeJ/accur."'cy is 70/C5'/.. The 13 junicr collr;CGS cfferino 
Touch Shorthanc! Ill vary wioVly in their requirements, as seen in TrHc 7. 

Ta: le 7 

;iKlinUi'i DICT.'TIOfl SPEED AND ACCURACY REqUK'ED T.S. Ill 

'J' r ;s er minute anlT i. ercent of accuracy 
Schools oO ~~9^. Too loo 100 llC 120 120 153 

95X J5% 'jn:- S5?. 00'/ 977 TSr- 97/ 0'}'^ 



Illinois Jr. 

Colleros (13) 12 14 11111 



Court rc:"ortinc courses ?.r£ net Leinn ta.u'jht Ly any cf the 
high schods surveyed in this stu 'y; ci^ht juni'^r coIIgcgs offer 
C; urt ixtr-ortin:;. A 'vije range of minimum spec : requirements— frcm 120 
worrfs per minute, 95% accuracy, to 2C0 irrds per minute, 9S^ accuracy, 
are requi re-.i. "Other" touch shorthanc! courses offered included Touch 
Shorthand IV offered L-y two schools; Advanced Shorthand offered by one other. 

The iii2jor v.caticnal cLjective of junior collGries teaching touch 
shorthand appears to .'.e court reporting, although 70% of the junior colleges 
include both court reporting and secretarial positions as alternative 
vocational objectives for their touch shorthand students. (See TaL-le 0). 
Several junii.r cclleres cited court reporting as the primary focus of 
their touch shorthand courses, often citing the need for more reporters 
in their areas, plus awareness of the increased use cf machine reporters 
rather thin manual shorthand reporters in the local courts. 



Table C 



VOCATIOIJAL OBJECTIVES OF TOUCH SHOiiThiAND 



Schools 



Secro- Spec, 
tarial Secre- 
tarial 



Court 
Rptg. 



Sec. & 
Court 
"^-^tg. 



Sec. , Spec. 
Secretarial , 
Ct. Roto. 



St. Louis H.S. (1) 



Coo'^ Cty H.S. (7) 



7 



111. Jr. Cf 11.(20) 



5(257) 1(5?:) 



1 m) 



Totals (2C) 13 1 



13 



1 



n 



Insofar as stuJent dropout percentaoGS are concerned, touch 
shorthsnd fares well in compririson with manual shorthand^ 75% of the 
schools report a "no higher" dropout percentane in machine shorthand 
than in manual shorthand. Eighteen percent felt that the dropout percentage 
Is higher in machine shorthand than in manual shorthand. The teachers 
feel, however, that machine shorthand has no more attraction to students 
than does manual shorthand. 

The average-size enrollment in touch '^horthand classe*^ in the 
junior colleces was 23; in Cook County hinh schools, Z^^. Four schools 
indicated that Jtwo teachers were available and qualified to teach the 
machine shorthand courses; one indicated that ten teachers were availaLle; 
and the rest indicated that only one teacher was avail all e to teach the 
courses. About Q0% cf the respondents were unable to determine how many 
of their students had em/loyed their machine shorthand skill professionally 
after leaving school. 

C rnnents from the respondents concerning the effectiveness and 
Importance of their touch shorthand programs ranged from "Certainly less 
than spectacular" to an enthusiastic, "Our enrollment in this course has 
nearly tripled duu to a py^gram cf informing students about touch shorthand 
and its career pcssibllities. " The size of the school enrollment anpearad 
to Lc a major factor in determining the success of the machine shorthand 
program. The larger the school, the better its chance of succeeding vfith 
a touch shorthand program. As one respondent said, "Small school enroll- 
ments make the success of touch shorthand questionable." In one of the 
smaller junior colleges, touch shortharid i?as taught one year as a pilot 
course with only six enrolled; [y the end of the year, only one or two 
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romained. ''No interest," concluded the instructor. However, "Those who 
are interested are very interested," reports another junior collene 
respondent,:- "Interest seems to be growinrj," says another junior college 
instructor, referring to a newly implemented court ra:;nrting program. 

Several junior ccllcge instructors felt that machine shorthand was 
easier for students to learn than manual shorthand, and that students who 
mi^ht have failed in "normal" shorthand sometimes succeeded with touch 
shorthand. At least, report several at both hich school and junior college 
level, students should have a choice betv?een manual and machine shorthand, 
t\S one respondent said, "We believe that secretarial students should be 
allowed to make a choice about which shorthand skill they want to acquire." 



SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
Sunf-jnary and Conclusions 

Interest in machine shorthand is showing a substantive growth 
in Illinois at both the high school and junior college levels. The 
trend is also upv^ard in the high schools of St. Louis, although the 
actual numbers of interested schools are still small. Indianapolis 
does not give any evidence of interest in machine shor->>and at the high 
school level at present. 

Ounior colleges of Illinois are the strongest proponents of 
touch shorthand, with 63% now offering or planning to offer touch 
shorthand programs. Most junior colleges began their touch shorthand 
programs within the last four years, with the greatest percentage having 
begun their programs durtigthe last year (1972-1073). 

The vocational objectives of the programs are two-fold; secretarial 
at the high school level; both secretarial and court reporting at the 
junior college level. Those schools which are planning touch shorthand 
programs in the future are doing so primarily because of student requests 
for the courses. Others believe that students should have a choice between 
manual and machine shorthand programs. 

The survey indicates that a sufficient number of schools in the 
area surveyed offer tcuch shorthand courses to warrant teacher education 
courses in methods of teaching T^ac^r^no shorthand. > Employment opportunities 
also appear to be ample for teachers qualified to teach these courses. 
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Recojrjnendations 

On the basis cf the findings of this study, the investigator 
reccnmends the following: 

1. Give added emphasis to courses in Methods cf Teachinc Machine 
Shorthand. Trends indicate a growing interest in machine shorthand 
skill, and qualified teachers are in fairly short supply. 

2. Instructors of machine shorthand, particularly at the junior college 
level, would profit by ccrnmuni eating with one another, especially 

in the area of standardizing skill roquiremonts in the sequence of 
touch shorthand courses. 

3. A study similar to the present one should be made of four-year 
colleges to determine the extent to which machine shorthand skill 
courses are being offered or considered. 

Studies similar to the present one should be made on a wider geograph 
scale so that regional and national trends might be measured. 



APPENDIX 



•erJc 



Ea\STERN rLtlN4lS UNJVERSITY 

CH ARLESTOTfi'I^lNOlS 61 C20 OFFICE OF THE DEAN 

February 21, 1973 



Dear fellow educator: 

Eastern Illinois University offers a teacher- 
education course titled Touch Shorthand in the Secretarial 
Curriculum. The course is designed primarily to introduce 
teachers to the machine and the basic theory of the machine- 
shorthand system. Upon completion of the course, the teachers 
are prepared to offer the course as a skill at the secondary 
or colle^^e level. 

In order, to assess. more accurately the demand 
for teachers in this area and to determine what standards 
of performance are required by those schools offering the 
course as a skill, we have drawn up the enclosed questionnaire. 

We would appreciate your completing the 
questionnaire and returning it to us in the enclosed 
stamped envelope. (Notice that if Touch Shorthand is 
not offered in your school, you need answer questions 
1 through A only.) 

High schools and junior colleges are taking 
part in the survey. We hope that YOU and YOUR SCHOOL will 
be one of the participants. Without you, our results will 
be less than complete. 

If you would like a copy of the results, just 
type your name and scliobl address at the bottom of this 
letter and return it with the completed questionnaire. 

Thank you sincerely. 

Respectfully, 



Rose Ann Bryce, Ed.D, , CPS 
Associate Professor 



Yes^ I would like a copy of the results 
of this survey. Please <3end to: 
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